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APPLICATION FOR RECORDS DISPOSITION STANDARD | -
f L

" INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division
3. Dept ., Division, Subdivision & Administering Office Address ! FOR RECORDS MANAGEMENT DIVISION USE
Department of Finance & Admin:tstfation + Date Received Application No. Date Completed
ivision of Management Systems . \ . - 0cr
Divis Managemer ystem 0CT 13 1977 77_q 09 24 1977
2200 Peachtree Summit — R P —re—r
. ication . Dept. icati .
401 W. Peachtree St e P
Atlanta, GA 30308
4. Person to Contact ) ' 5. Working Title T 6. Telephone Number
D. Haire s Methods & Procedures Analyst | 586-5260
I:-—7'."/-‘:Et_it_)n Requested T
a. [& Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accurnuiation; ng¢ further accumulation anticipated. .
O Amend Application No. . _— _._ Check One: [Jchange; [ Supercede; [ Void
8. Dates of Series 9. Records Series Title lfoﬂbtwd by title used in office; if different)
Earliest Latest ‘
1976 | Present | Standards and Procedures Working Papers File
10. Division and Office Function What is the function of the Division and the Office in which thT;;ecord series is created?
wrr
SEE ATTACHED,
11. Record Series Description Thls fule contains the following documents (mclude form numbers and titles, if any): T

Attach samples of the file. .
Documents relating 10: ~ the development, routing for approval, distribution, control, and
issuance of Authority Policies/Precedures/Guidelines.

lncluded are: Policies, Procedures, Guidelines, (Authority-wide) Departmental Procedures,

Distrlbutlon Lists, Action Request Lists, Record of Concurrence and Approvals
and Control Issuance Slips,

Fileisarranged:  Numerically by Policy, Procedure Number, Alphabetically therxeunder.

A —— ]
12, Momhly Refarence Rate How often are records referred to whnch are:
One to six months old __29__ ———_. . Seven 10 twelve months old .___1;_q__ i 1 —

; Thirteen to twenty-four months oid
twenty-five monthsandolder =~ = 7 o

13. Annual Rate of Accumulation of Records

2

Letter-size drawers

— —;Legalsizedrawers _______ ;Shelves ____ . ; Other (specify}

3012 (3/76)
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NO

Procedure/Guideline, remove

[0 Hold in the current files area .~
L] Transter to Jocal holding area; hold
O Transfer to State Records Center; hold

monthis) —___ year(s); then

. year_(s}; then

obsolete material and destroy.

.— year{s); then
O Destroy. : S
(] Transfer to State Archives for permanent retention. ‘
O Other (Specify) - ) . B L

These instructions apply to all prior and future accumulations of the series.

{Indicate brrielly rationale for recommendations above/or write additional remarks):

YES 14 Ouestlonnalre (Place an "X“ nn!he proper co!umn) ) i
- a. ls;t-hd;:t_l; official copy of the séries? : T T N : N
.L_}){uuq R L _?\_rhere is it?, . ' L L o
b. Does the serles contain conhdemlal m'formanon requmng secuntv handhng’ 1 ves cite law ar regu!étlon
X ] S '
B ﬁf X c. Isthisa vnal record7 _,_M“ T : T
f’X (T._ I')u;“, llm stins h.wn hmzu ieal o long term osear (‘h:f:i-lllﬂ? 7 o -
X e, When one o iwo dueamnents m The ik lll.ll\l!_il necessary L keepy the entoe hile Tov o long petwead, couhl these docunumiy Ih:
. scheduled separately? e
X _ __ f. s the information contained in this  series ever published? If ves attach copy PO.I.iC fs/Proceﬁes GuldEIlnES
] —}E-ﬁ_ h{;. Is the information conté:ned in thss series evén: grgﬂr;-;d;dlor recorded-ln a summarized report7
M yes, attach cbpy
[ X h Is there a duplication of thls;;n—es ];-y-our fo:C-e or in a_nother office or agency? _
- I yes, where"
A b s thas sernes fora major por?:on or’ u} raguiarly mtcrof:lmed? . T ]
[ A N i DOes the record ser__ues result in a corfiputer ;n-n-(c:(rt?_T » N N _ B
15. Retentuon Rezaﬁe;;;w_&tsﬂ T T "rhe foliowing I‘EqUIre; m“eus;r;;to_b;“kept T
a. State Law YRS, d. Audit period i years.
b. Statute of limitation — — Years, e. . Administrative rieed 2 years,
c. Federal faw Il years. "f. Federal retention instructions - — __ years.
Attach copy or excert of laws or regulations. £xplain administrative nheed. .
r—‘{E Approv;c;[)ispo;ition {nstructions This GQED—C-V recom;en-ds that the file senes be cut off at the end of eacTa
[] Calendar Year; [J Fiscal Year; Other __U_EOH LE_ViSlOIl of POliCY/ then,

1

rdf Management Offucer Jate / /Data
jvision Head/Designee 7 f Dat -1 I/ Dyé
’
A , ] yds _77

Approv Dep m?l D signee ovad artment of Archives and History Date
Al rfnf77 | sl l et J0-2177
Approved ords Managame 1t Analvst Oate pproved MA RTA Managament Advisory Committes Date V4

w 2222 KT Qe (L2 7 .




